














































































































& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

.. REFERENCE: RCW 40.14.070 &. WAC 414-24-050 
SD-25 PAGE I OF I PAGES 

- l:Y 

,,,;,;.; .. f 
@'""i GENERAL RECORDS RETENTION SCHEDULE 

SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

SECLRITY SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM CPR RETENTION PERIOD 
AR· MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OR 
CHIV£1 FILM? OFM PRIMARY COPY SECONDARY COPIES 

I SECURITY PATROL LOG OFM 2 years tbne 

2 INTRUSION ALARM REPORT OFM l year tl:>ne 

3 VANDALISM, CRIMINAL CASE REPORTS OFM 5 years tl:>ne 

4 STATEMENT FOR RESTITUTION OPR 6 years Untl I completion of 

Source document backup for bl II Ing. State Auditor's 
exam I nat Ion reporto 

5 SECURITY ANNUAL REPORT QPR Permanent I year 
(Schoo I Board Minutes) 

' 

fDR THE AlTORNEY GENERAL FOR THE STATE AUDITOR FOR THE 

f3J.i!./\a._vv , ,_ 
' / 

SSA-44 l/ D-346 

SUPERSEDED



~'."' GENERAL RECOROS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER ; I & DESTRUCTION AUTHORIZATION 

.. i. 
REFERENCE: new 40.14.070 & WAC 414-24-050 I 3 ••no PAGE OF PAGES 

··- Pi SD-26 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

STUDENT RECORDS SCHOOL DISTRICTS 
Jan. 1- 1986 

ITEM o'" RETENTION PERIOD 
'AR· M1CRO-

RECORDS SERIES TITLE Si DESCRIPTION OR DJSPOSITION/REMARKS 
NO. 

0'M PRIMARY COPY 15ECONOARV COPIES 
CHIVE1 FILM? 

STUDENT RECORDS DEFINED 

All personally ldentlflable lntonnatlorn 
directly related to a student regard less 

of nature or location .. Student records 

are normally divided Into the fol lowing 
records series. 

I STUDENT PERMANENT RECORD OPR Pennanent or untl I None * SUOOESTBl PROCBJURES: 

{Also known as GRADE TRANSCRIPT) mlcrofllmed & verified *I M lcrof I Im 

Shows date of adm I ss Ion to the schoo I a This records series may be 

system and date of graduation or extent reta lned permanent! y on 

of progress before withdrawal. Identifies mlcrof llm In 1 leu of hard 

student by legal name, date of birth, copy. 

address and names of parents or guard I ans. b Mlcrofllmlng must be done 

May Include one card for each elementary, In accord with standards 

middle and high school. lssuad by the State Arch-
Ives and be approved by 
the State Auditor's Office 
as per RCW 40.20.020. 

c Counselor's reports, can-
ments and other lnforma-
tlon subject to deletlon 
under the provisions of 
the FanJiy Education 
R lghts and Privacy Act 
stould not be mfcrofl!med, 
but should be destroyed 
according to t:he retention 
per lads 11 sted for I tens 2 
and 3 below~ 

(Reference Pub I le Laws of 
1975 #20 USC-1232g, 45 CFR 

Part 99) 

FOR THE ATTORNEY GENERAL FOR THE STAn AUDITOR FOR THE STAT i\RCHIVIST 

'11\..,~ 11J ~o...uv ~~ )~(} ¢-;fie/// ~ 

, 

SSA~44 
~ . u l!).349 

SUPERSEDED



GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

REFERENCE: RCW 40.14.070 & WAC 414-24-050 

DISPOSITION AUTHORITY NUMBER 

SCHEDULE TITLE 

STUDEl'lf RECORDS 

ITEM 
NO. 

2 

3 

RECORDS SERIES TITLE & DESCRIPTION 

STUDENT PERMANENT RECORD (con't.> 

STUDENT CUMULATIVE RECORD 
(Also known as STUDENT FILE FOLDER) 

Contains Information collected on each 
student In addition to the Permanent 
Record or Transcript. 

CONFIDENTIAL REPORTS 
CAI so known as STANDARD REPCRTS, 

GU\l}\f'CE REPORTS or SUPPLEMENTARY REPORTS) 

Includes subjective reports and ancedo~al 
Information frcm outside agencies and 

lndlvlduats. Access Is restricted to 
parents, guardians or the students them­
selves {]8 or older). 

FOR THE ATTORNEY GENERAL 

SSA-44 

QPR o• 
O•M 

OFM 

OFM 

SD-26 
SCHEDULE APPLICABLE TO 

SCHOOL DISTRICTS 

RETENTION PERIOD 

1----,-,-,M-.-,-v-co-.,-----..----.-<c-o-.-.-.-.,-.-.-,-,.-.----t c:i~-;n ":,',~~<:" 

2 years after date of 

graduation or wlthdrawal 
from h lgh sctoo I 

or 
2 years after withdrawal 
(or no stow) fran ele-
mentary, m ldd I e or 
jun lor h lgh 

or 
until request by parent 
or student over age 18 
to delete as per the 
faml ly Ed ucat Ion a I 
Rights and Privacy Acto 

2 years after data of 
graduation or withdrawal 
frcm high school 

or 
2 years after wl thdrawal 
(or no show) from el e­
mentary, mlddle or junior 
high 

or 
L.11tl I request by parent 
or student CIB or older) 
to delete as per the 
Family Educational Rights 
and Pr I vacy Act. 

"'"" 

I year 

FOR THE STATE AUDITOR 

PAGE 2 Of 3 PAGES 

EFFECTIVE DATE 

Jan. 1, 1986 

DISPOSITION/REMARKS 

2 This records series may 
a I so be abs tr aCted from 
documents In t~e Student 
Cumulative RecOrd Utan 2). 

SUGGOSTED PROCED!RE' 
At end of retention period 
destroy al I ltemS eccept 
Student Pennanent Record. 

"Reference Pub I I c Laws of 
1975 #20 USC-12329, 45 CFR, 
Part 990 

Reference: WAC 392-171-621 

D-346 

SUPERSEDED



~"" GENERAL RECORDS RETENTION SCHEDULE 
" DISPOSITION AUTHORrrY NUMBER 

l~. & DESTRUCTION AUTHORIZATION 
!!!' ... ' REFERENCE: RCW 40.14.070 & WAC 414-24-060 PAGE 3 OF 3 PAGES 

~ Pi SD-26 

r;;;,; ... I 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DATE 

SlUl:ENT RB::ORDS SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM OPR RETENTION PERIOD Aft- MICRO-
NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM? 

DISPOSmON/REMARKS 
OFM PRIMARY COPY SECONDARY COPIES 

4 SPECIAL, HANDICAPPED & GIFTED STUDENT CFM 2 ~ars after !J"adll3t Ion None SUGGEST ED PROCEDlRE: 

PROGRAM FILES or wl thdrawal These records srou Id be 

Used to assess stuOOnt p lacerrent and or separated from the regular 

progress In spacl al programs. Includes 2 years afteir student Student Cumulative Fiie as per 

rejX>rts and observat Ions regardl ng ti.rns 21 the 1 lmlted accESs 1~ovls Ions 

I earning and behavior problems. of the Fam I I y Education Rights 
and Privacy Act. 

5 AUTHORIZATION FOR RELEASE Of STUDENT OPR 3 years None 

RECORDS 

! ..... 

! 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR FOR THE STATE7o 
~ -UQ.f\a..vv rJ.:w~-</ -V-JI!.~ //'// -.;:, 

SSA-44 u ID-346 
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GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION DISPOSITION AUTHORITY NUMBER 

REFERENCE: RCW 40.14.070 &,WAC 414-24-050 
SD-27 

SCHEDULE TITLE SCHEDULE APPLICABLE TO 

TEAO< ING RECORDS SCHOOL DISTRICTS 

ITEM OPR RETENTION PERIOD 
RECORDS SERIES TITLE & DESCRIPTION O• NO. 

O•M PRIMARY COPY SECONDARY COPIES 

I GRAUE BOOKS 

a. Elementary OfM 2 years None 
b. Secondary DFM 5 years None 

2 LESSON PLAN BOOKS OFM I year fbne 

3 PARENTS/GUARDIANS FIELD TRIP DFM I school year None 
AUTHORIZATION 

FOR THE ATTORNEY GENEffAL FOR THE STATE AUDITOR 

;f1~ 110~~ i:-d~ 
v 

SSA-44 

!PAGE I OF 1 PAGES 

EFFECTIV£ DATE 

Jan. 1, 1986 ... MICRO- DISPOSITION/REMARKS CHIVE? FILMi 

FOR me STATE ARCHIVIST 

YO " ~/JJ~/ 
rJ 

. 
D-348 

SUPERSEDED



... ~ ... 
:,~i•;m GENERAL RECORDS RETENTION SCHEDULE 

DISPOSlllON AUIHORllY _.BER 
& DESTRUCTION AUTHORIZATION 

mm REFERENCE: RCW 40.14.070 II< WAC 414-24-060 ..... I OF I PAGES --· ~-JY SD-28 
SCHEDULE UTLE SCHEDUlE APPUCA81.E TO .....,.,.. ..... 

TRAFF IC SAFETY SCHOOL DISTRICTS 
Jan . 1, 1986 

ITEM OPR ................ .... -NO. RECORDS SERIES TITLE I. DESCRIPTION OR ,,,_ ..... DISPOSIPCHl/RBllARICS 
OFM _. ..... --

I APPLICATION FOR PROGRAM APPROVAL OFM 1 year after acceptance lbne 

2 STUDENT PARTICIPATION LISTS QPR 6 years 1 year 
Students completing course, completing 
course receiving falling grades, and 
students offlclal ly wl thdrawn or 
transferred 

3 STUDENT TRAFFIC SAFETY CERTIFICATES OFM lkltl I student reaches lbne 

18 years of age 

4 WASHINGTON STATE UNIFORM ACCIDENT REPORTS OFM 3 years 1 year 

5 APPLICATION FOR TRAFFIC SAFETY EDUCATION OFM llltll after term as lbne 

CERTIFICATION/TEACHER'S AFFIDAVIT FOR traf f I c safety 
CERTIFICATION TO BE A TRAFF IC SAFETY Instructor 
INSTRUCTOR 

6 STUDENT PERMISSION STATEMENT OFM I year lbne 

FOR THE ATTORNEY GENERAL FORTHESTATE~ >f'~ --:;~ ~ /h,, ~ ~:' ;q_ ~0--W 
HA-44 I 

, ...... 

SUPERSEDED
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"' 0 

SCHEDULE TITLE 

GENERAL RECORDS RETENTION SCHEDULE 
& DESTRUCTION AUTHORIZATION 

REFERENCE' RCW 40.14.070 & WAC 414-24-050 

SCHEDULE APPLICABLE TO 

DISPOSITION AUTHORITY NUMBER 

SD-29 

TRANSPORT AT I CN SERVICES SCHOOL DISTRICTS 

ITEL\11 
NO. 

2 

3 

4 

5 

6 

RECORDS SERIES TITLE & DESCRIPTION 

GAS, OIL AND DEISEL REPORTS FOR 
BUSES AND OTHER VEHICLES 
SP I reports prepared from th Is cEta. 
May 11 st veh le le number, aroount of 
fuel pumped, odorrater readings. 

BUS CONDITION CHECKLIST 
Dally evaluation of bus by drivers. 

BUS GARAGE WORK ORDERS 
Prepare:! by garage or shop personnel. 
Shows descr I pt Ion of work, time, 
parts, employee perfonnl ng work. 

NOTICE OF IMPROPER CONDUCT 
(on the bus) 

May show bus route, t lme of Incident, 

nature of Incl dent, student Cs) name Cs). 

BUS TRIP AUTHORIZATION 
May stx:iw school, nature of trip, date, 
destlnatl·on, mlles, number of pupils, 
sui;arvlsar, departure and t Imes. 

BUS TRIP TICKET LOGS 
Sarra data as above. 

FOR THE ATTORNEY GENERAL 

~~Uc.1cll.Vv 
SSA-44 

OPR 
OR 

OFM PRIMARY COPY 

CFM Unt 11 comp let Ion of 
State Audi tor's 
examlnat Ion rep:> rt. 

CFM I year 

OFM Unt 11 canp let Ion of 
State Audi fur's 
examlnat Ion report 

<FM 1 year 

<FM Unt 11 canp let Ion of 
State Audl1or 1s 
exam I nat Ion report 

<FM Untl I canpietlon of 
State Audi tor 1s 
examination report 

FOR THE STATE AUDITOR 

RETENTION PERIOD 

SECONDARY COPIES 

None 

Unt 11 canp let Ion of 
work 

1 year 

None 

1 year 

None 

AR· MICRO­
CHIVE1 FILM? 

PAGE OF 2 

EFFECTIVE DATE 

Jan. 1, 1986 

DISPOSITION/REMARKS 

PAGES 

0·348 

SUPERSEDED



<!Ji"'' GENERAL RECORDS RETENTION SCHEDULE 
DISPOSITION AUTHORITY NUMBER 

& DESTRUCTION AUTHORIZATION 
r1'";~: .. REFERENCE: RCW 40.14.070 & WAC 414-24-050 PAGE 2 OF 2 PAGES 
'c .. Bi SD-29 

r;.;;,;.; .. r 
SCHEDULE TITLE SCHEDULE APPLICABLE TO EFFECTIVE DA TE 

TRANSPORTATION SERVICES SCHOOL DISTRICTS 
Jan. 1, 1986 

ITEM 
OPR RETENTION PERIOD AR· MICRO-

NO. RECORDS SERIES TITLE & DESCRIPTION OR CHIVE? FILM7 
DISPOSITION/REIVIARKS 

OFM PRIMARY COPY SECONDARY COPIES 

7 BUS SCHEDULE FOR ALL SCHOOLS OFM 3 years Until revised Potent I al exhibit In any pos-

Shows route, stops and time tar each slble I ltlgatlon lncludlng 

bus. Includes state approved route map~ accidents. 

8 aus OPERATIONS GAILY LOG OFM Unt 11 comp let Ion of None 

May show bus route, time trip began and State Audltor 1s 

ended, number of pupils carried, drivers exanlnatlon report 
s lg nature. 

9 ACCIDENT REPORTS OFM DI str lct-3 years Washl1'9ton State 

Washington State Patrol. Wash Ing ton State Patro I - 6 years 

Patrol - 6 years (DI str lct-3 years) 

10 APPLICATION FOR MEDICAL TRANSPORTATION OFM Untl I canpletlon of None 

For students with medical prob I ems or State Audltor 1s 

phys I cal dlsablJltles to receive district examination report 
transportation services. 

11. VEHICLE MAINTENANCE LOG DFM Until dispositon of None 
vehicle 

' 

I 

FOR THE ATTORNEY GENERAL FOR THE STATE AUDITOR 

FOA THE77ilV:S~-V-?I/ e&/'#:V ~ ~c.J"l.o..vv :rd~~/ 
u ~ 

SSA-44 D-3148 

SUPERSEDED
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ABSENT NOTICE REPORT (Attendance), 8-9 

ACCIDENT CLAIM LOGS, DEPARTMENT OF 
LABOR AND INDUSTRIES (Safety, 
Employees), B-41 

ACCIDENT REPORTS (Transportation 
Services), 8-51 

ACCIDENT REPORTS, EMPLOYEE (Safety, 
Employees), B-41 

ACCIDENT REPORT, STUDENT (Safety, 
Student), B-43 

ACCOUNTS PAYABLE CONTROL (Accounts 
Payable) , B-3 

ACCREDITATION AND EVALUATION REPORTS 
(Curriculum and Instruction), B-16 

ACCREDITATION CERTIFICATES (Central 
Administration/Superintendent's 
Office), B-11 

ADMINISTRATIVE SUBJECT OR WORKING FILES 
(Administrative Files/All Functional 
Units), B-4 

AFFIRMATIVE ACTION COMPLIANCE REPORTS 
(Administrative Files/All Functional 
Units), B-6 

ANNUAL FINANCIAL STATUS REPORT (Federal 
Grants and Programs), B-22 

ANNUAL HIGH SCHOOL REPORT FOR STANDARDS 
AND ACCREDITATION (Individual School 
Archival Materials), B-29 

ANNUAL REPORTS (Administrative Files/ 
All Functional Lnits), B-5 

ANNUAL REPORTS (Central Administration/ 
Superintendent's Office), B-12 

ANNUALS. See YEARBOOK 

APPLICATION .FOR DUPLICATE INSTRUMENT, 
AFFIDAVIT AND BONO (Accounts 
Payable) , B-3 

B-52 

APPLICATION FOR MEDICAL TRANSPORTATION 
(Transportation Services), B-51 

APPLICATION FOR PROGRAM APPROVAL 
(Traffic Safety), B-49 

APPLICATION FOR TRAFFIC SAFETY 
EDUCATION CERTIFICATION/TEACHER'S 
AFFIDAVIT FOR CERTIFICATION TO BE A 
TRAFFIC SAFETY INSTRUCTOR (Traffic 
Safety), B-49 

APPROVAL FOR USE OF PRIVATE VEHICLES 
FOR SCHOOL TRANSPORTATION (Safety, 
Student), B-43 

ARCHITECT/CONSULTANT CONTRACT FILES 
(Facilities Planning & Construction 
Administration), B-19 

ARCHITECTURAL AND ENGINEERING DRAWINGS. 
See ENGINEERING AND ARCHITECTURAL 
DRAWINGS 

ATHLETE/TEAM ACHIEVEMENT RECORDS 
(Athletics), B-7 

ATHLETIC ELIGIBILITY RECORDS 
(Athletics), B-7 

ATTENDANCE CARD (Attendance), B-9 

AUTHORIZATION FOR DIRECT PAYROLL 
OEPOSIT (Payroll/Personnel), B-38 

AUTHORIZATION FOR PAYROLL DEDUCTIONS 
(Payroll/Personnel), B-37 

AUTHORIZATION FOR RELEASE OF STUOENT 
RECORDS (Student Records), B-47 

BANK STATEMENTS. See BANKING RECORDS 

BANKING RECOROS (Accounting, General), 
B-1 

BENEFIT DETAIL REPORTS (Payroll/ 
Personnel), B-37 

BIOS, PUBLIC. See PUBLIC BIDS 

, 
I 

I r 

SUPERSEDED



BIDS AND FORMAL QUOTES (Purchasing/ 
Warehouse), B-39 

BOILER VESSEL REPORTS (Maintenance 

BUILDING USE PERMITS. See 
ADMINISTRATIVE SUBJECT OR WORKING 
FILES 

Services), B-33 BULK MAILING PERMIT (Mail Services), 

BONDS AND LEVIES. See SCHOOL BOARD 
MINUTES, RESOLUTIONS, AGENDA & 
NOTICES. See also ADMINISTRATIVE 
SUBJECT OR WORKING FILES 

BOOK LOSS REPORT (Learning Resource 
Centers), B-30 

BOUNDARY RECORDS (Central 
Administration/Superintendent's 
Office), B-12 

BUDGET (Administrative Files/All 
Functional Units), B-5 

BUDGET (Budget), B-10 

BUDGET (Central Administration/ 
Superintendent's Office), B-12 

BUDGET OFFICER'S MONTHLY BOARD 
REPORT (Budget), B-10 

BUDGET STATUS REPORT-DEPARTMENT/ 
BUILDING (Budget), B-10 

BUDGET WORK PAPERS AND PRELIMINARY 
DRAFTS (Budget), B-10 

BUILDING AND SITE DATA (Facilities 
Planning & Construction 
Administration), B-18 

BUILDING CONSTRUCTION MATCHING FUND 
REPORTS, SPI. See SPI BUILDING 
CONSTRUCTION MATCHING FUND 

BUILDING MAINTENANCE HISTORY FOLDER 
See MAINTENANCE HISTORY FOLDER 

BUILDING SPECIFICATIONS (Maintenanpe 
Services), B-32 

BUILDING SPECIFICATIONS, DRAWINGS, 
ADENDA, NOTES & CHANGE ORDERS 
(Facilities Planning & Construction 
Administration), B-19 

B-53 

B-31 

BUS, IMPROPER CONDUCT. See NOTICE OF 
IMPROPER CONDUCT 

BUS CONDITION CHECKLIST (Transportation 
Services), B-50 

BUS GARAGE WORK ORDERS (Transportation 
Services), B-50 

BUS OPERATIONS DAILY LOG 
(Transportation Services), B-51 

BUS SCHEDULE FOR ALL SCHOOLS 
(Transportation Services), B-51 

BUS TRANSPORTATION FOR MEDICAL REASONS. 
See APPLICATION FOR MEDICAL 
TRANSPORTATION 

BUS TRIP AUTHORIZATION (Transportation 
Services), B-50 

BUS TRIP TICKET LOGS (Transportation 
Services), B-50 

BYLAWS, ASSOCIATED STUDENT BODY AND 
STUDENT ORGANIZATIONS (Administrative 
Files/All Functional Units), B-6 

CANCELLATION OF AUTHORIZATION FOR 
DIRECT PAYROLL DEPOSIT (Payroll/ 
Personnel), B-38 

CANCELLED CHECKS, SEE BANKING RECORDS 

CANCELLED WARRANTS (Accounts Payable), 
B-3 

CANCELLED WARRANTS/CHECKS (Payroll/ 
Personnel), B-37 

CAPITAL IMPROVEMENT PLANNING PROJECT 
FILE (Facilities Planning and 
Construction Administration), B-18 

) SUPERSEDED



CAPITAL LEVY PLANNING FILES (Facilities 
Planning & Construction 
Administration), B-18 

CASH RECEIPTS TRANSMITTALS-COUNTY 
(Accounting,· General), B-1 

CASH RECEIPTS TRANSMITTALS-INTERNAL 
(Accounting, General), B-2 

CATALOGS (Non-Record Materials), B-34 

CATEGORICAL PROGRAM FILES (Curriculum 
and Instruction), B-15 

CATERING REQUESTS (Food Services), B-25 

CERTIFICATE OF IMMUNIZATION (Health 
Services), B-27 

CERTIFICATE OF MAILING (Mail Services), 
B-31 

CERTIFICATION OF ELECTION OF SCHOOL 
BOARD CHAIRMEN AND PRESIDENTS 
(Central Administration/ 
Superintendent's Office), B-12 

CERTIFICATION OF ELECTION DF SCHOOL 
DISTRICT DIRECTOR (Central 
Administration/Superintendent's 
Office), B-12 

CERTIFICATION OF EMPLOYER AS SELF­
INSURER (Safety, Employees), B-41 

CERTIFIED AND REGISTERED MAIL LOG 
(Mall Services), B-31 

CHECK REGISTERS. See BANKING RECORDS 

CHILO ABUSE REPORTS (Health Services), 
B-28 

COACHES FIRST AID CERTIFICATE 
(Athletics), B-7 

COACHES MANUAl, LEAGUE (Athletics), B-7 

COLLECTIVE BARGAINING AGREEMENT 
(Employee Relations), B-17 

COMMUNICABLE DISEASE REPORT (Health 
Services), B-27 

B-54 

COMMUNITY CHALLENGES OF INSTRUCTIONAL 
MATERIALS (Curriculum and 
Instruction), B-15 

COMPENSATION QUARTERLY REPORT (Safety, 
Employees), B-41 

COMPUTER SERVICES FEASIBILITY STUDIES 
(Computer Services), B-13 

CONFIDENTIAL REPORTS (Student Records), 
B-46 

CONSTITUTION AND BYLAWS, LEAGUE 
(Athletics), B-7 

CONSTRUCTION LOG (Facilities Planning & 
construction Administration), B-19 

CONSTRUCTION PROJECT FILES, MAJOR. See 
MAJOR CONSTRUCTION PROJECT FILES 

CONSTRUCTION PROJECT FILES, MINOR. See 
MINOR CONSTRUCTION PROJECT FILES 

CONTRACTS, EMPLOYEE. See EMPLOYEE 
CONTRACTS 

CONTRACTS AND AGREEMENTS 
(Administrative Files/All Functional 
Units), B-4 

CONTRACTS AND AGREEMENTS (Central Admini­
stration, Superintendent's Office), B-11 

COPIES, INFORMATIONAL. See 
ELECTROSTATIC, PHOTOCOPY, MAGNETIC, 
OR OTHER TYPE OF COPY 

COUNTY TREASURER FINANCIAL REPORTS 
(Accounting, General), B-1 

COURSE ADDITIONS, DELETIONS AND CHANGES 
(Curriculum and Instruction), B-15 

COURSE DESCRIPTION CATALOG (Individual 
School Archival Material), B-29 

COURT OR LITIGATION CASE FILES 
(Central Administration/ 
Superintendent's Office), B-11 

COVER LETTERS. See LETTERS OF 
TRANSMITTAL 

SUPERSEDED



CUMULATIVE RECORD, STUDENT. See 
STUDENT CUMULATIVE RECORD 

CURRICULUM SUMMARIES ANO GUIDES 
(Curriculum and Instruction), B-15 

DAILY ATTENDANCE REPORT (Attendance), 
B-9 

DAILY LUNCH & MILK COUNT REPORT (Food 
Services), B-25 

DAILY PERIOD ABSENCE REPORT 
(Attendance), B-9 

DAMAGE AND LOSS CLAIMS (Purchasing/ 
warehouse), B-39 

DAY OR READING FILE (Administrative 
Files/All Functional lllits), B-4 

DEBIT/CREDIT CHARGES (Purchasing/ 
• warehouse), B-39 

DELIVERY RECEIPT-INTERNAL (Purchasing/ 
Warehouse), B-39 

DEMOGRAPHIC AND ENROLLMENT PROJECTIONS 
(Facilities Planning and Construction 
Administration), B-18 

DENTAL TESTS. See HEALTH SCREENING 
REPORTS 

DEPOSIT SLIPS. See BANKING RECORDS 

DESCRIPTIVE GUIDE (Administrative Files/ 
All Functional lllits), B-6 

DESCRIPTIVE GUIDE (Central Administration/ 
Superintendent's Office), B-12 

DETAIL OF DIRECT PAYROLL DEPOSIT 
ENROLLEES (Payroll/Personnel), B-38 

DIRECT PAYROLL DEPOSIT, AUTHORIZATION 
FOR. See AUTHORIZATION FOR DIRECT 
PAYROLL DEPOSIT 

DIRECT PAYROLL DEPOSIT, CANCELLATION OF 
AUTHORIZATION FOR. See CANCELLATION OF 
AUTHORIZATION FOR DIRECT PAYROLL DEPOSIT 

DIRECT PAYROLL DEPOSIT HASH SHEET 
(Payroll/Personnel), B-38 

8-55 

DIRECT PAYROLL DEPOSIT PRE-NOTE DATA 
(Payroll/Personnel),· B-38 

DIRECT PAYROLL DEPOSIT TRANSMITTAL 
LISTINGS (Payroll/Personnel), B-38 

DIRECTORY, EMPLOYE~. See EMPLOYEE 
DIRECTORY 

DISABLED, TRANSPORTATION FOR. See 
APPLICATION FOR MEDICAL 
TRANSPORTATION 

DISCIPLINARY ACTION REPORT 
(Administrative Files/All Functional 
Units), B-6 

DISKS, COMPUTER (Non-Record Materials), 
B-34 

DRAFTS, PRELIMINARY (Non-Record 
Materials), B-34 

EEO. See EQUAL EMPLOYMENT OPPORTUNITY 
INQUIRY 

ELECTROSTATIC, PHOTOCOPY, MAGNETIC, OR 
OTHER TYPE OF COPY (Non-Record 
Materials), B-34 

EMPLOYEE CONTRACTS (Payroll/Personnel), 
B-35 

EMPLOYEE DIRECTORY (Payroll/Personnel), 
B-36 

EMPLOYEE LEAVE REPORTS. See LEAVE 
REPORTS 

EMPLOYEE PAYROLL STATUS (Payroll/ 
Personnel), B-36 

EMPLOYEE PERSONNEL FILES 
(Administrative Files/All Functional 
Units), B-6 

EMPLOYEE PERSONNEL FILES (Payroll/ 
Personnel), B-35 

EMPLOYMENT APPLICATION - NON-HIRED 
(Payroll/Personnel), B-35 

EMPLOYMENT INTERVIEW EVALUATION FILES 
(Payroll/Personnel), 8-35 

) SUPERSEDED



EMPLOYMENT REQUISITION/PERSONNEL 
ACTION REQUEST (Payroll/Personnel), 
B-35 

ENGINEERING AND ARCHITECTURAL DRAWINGS 
(Maintenance Services) 1 8-32 

ENROLLMENT AND DEMOGRAPHIC PROJECTIONS. 
See DEMOGRAPHIC AND ENROLLMENT 
PROJECTIONS 

ENROLLMENT REPORTS (Administrative Files/ 
All Functional Ll1its), B-4 

ENVIRONMENTAL IMPACT STATEMENT WORK 
FILES (Facilities Planning and 
Construction Administration), B-18 

ENVIRONMENTAL IMPACT STATEMENTS 
(Facilities Planning and Construction 
Administration), B-18 

EQUAL EMPLOYMENT OPPORTUNITY Il'!;JUIRY 
FORM (Payroll/Personnel), B-35 

EXPENDITURE TRANSACTION REPORTS 
(Accounting, General), B-1 

FACILITIES PLAN, LONG RANGE. See LONG 
RANGE FACILITIES PLAN 

FACILITY SAFETY HISTORY RECORDS 
(Safety, Facilities and Equipment), 
B-42 

FEDERAL SURVEY FOR PARENTS LIVING OR 
WORKING ON FEDERAL PROPERTY (Fed 
Grant and Programs), B-24 

FEDERAL WAGE ANO TAX STATEMENTS 
(Payroll/Personnel), B-38 

FIELD TRIP AUTHORIZATION. See 
PARENTS/GUARDIANS FIELD TRIP 
AUTHORIZATIONS 

FINAL EXPENDITURE REPORT (Federal 
Grants and Programs), B-23 

FINANCIAL REPORTS (Administrative Files/ 
All Functional Ll1its), B-5 

FINANCIAL REPORTS, COUNTY TREASURER. 
See COUNTY TREASURER FINANCIAL REPORTS 

B-56 

FINANCIAL SUPPORT DOCUMENTS, CONTINUING 
GRANTS (Federal Grants and Programs), 
B-23 

FINANCIAL SUPPORT DOCUMENTS, NON-CONTINUING 
GRANTS (Federal Grants and Programs), 
B-24 

FIRE AND OTHER EMERGENCY DRILLS 
(Administrative Files/All Functional 
Units), B-6 

FIRE ANO OTHER EMERGENCY DRILLS 
(Safety, Student), B-43 

FIRE EXTINGUISHER INSPECTION TAGS 
(Maintenance Services), B-33 

FIRE INSPECTIONS CONDUCTED BY SCHOOL 
DISTRICT (Safety, Facilities and 
Equipment), B-42 

FIRST AID CERTIFICATE, COACHES. See 
COACHES FIRST AID CERTIFICATE 

FISCAL, PURCHASE & RECEIVING DOCUMENTS 
(Administrative Files/All Functional 
Units), B-5 

FIXED ASSETS INVENTORY CHANGE FORMS 
(Accounting, General), B-2 

FOOD HANDLER'S PERMIT (Food Services) 
~u 

FOOD SERVICE ORDERS (Food Services) 
B-26 

FORMS (Non-Record Materials), B-34 

FREE OR REDUCED PRICE LUNCH 
APPLICATION (Food Services), B-25 

GARNISHMENTS (Payroll/Personnel), B-37 

GAS, OIL ANO DIESEL REPORTS FOR BUSES 
ANO OTHER VEHICLES (Transportation 
Services), B-50 

GENERAL LEDGER (Accounting, General), 
B-1 

SUPERSEDED



GIFTED STUDENT PROGRAM FILES, See 
SPECIAL, HANDICAPPED AND GIFTED 
STUDENT PROGRAM FILES 

GRADE BOOKS (Teaching Records), B-48 

GRADE TRANSCRIPTS. See STUDENT 
PERMANENT RECORD 

GRADUATING CLASS HISTORY FILE 
(Individual School Archival 
Materials), B-29 

GRADUATION REQUIREMENTS STATEMENTS 
(Curriculum and Instruction), B-16 

GRANT AGREEMENT (Federal Grants 
and Programs), B-21 

GRANT APPLICATIONS (Federal Grants 
and Programs), B-20 

GRIEVANCES (Employee Relations), B-17 

GUIDANCE REPORTS. See CONFIDENTIAL 

INSURANCE POLICIES (Central Administration/ 
Superintendent's Office), B-11 

INTRUSION ALARM REPORT (Security), B-44 

INVENTORY-WAREHOUSE (Purchasing/ 
Warehouse), B-40 

INVENTORY CHANGES/TRANSFERS­
MATERIALS/EQU IPMENT (Purchasing/ 
Warehouse), B-40 

INVENTORY OF FIXED ASSETS LISTING 
(Accounting, General), B-2 

INVOICE, DISTRICT (Accounting, 
General), B-1 

JOB ANNOUNCEMENTS OR POSTING 
(Payroll/Personnel), B-35 

JOB DESCRIPTIONS (Administrative Files/ 
All Functional Lnits), B-6 

REPORTS JOB DESCRIPTIONS (Payroll/Personnel), 

HANDICAPPED STUDENT PROGRAM FILES. 
See SPECIAL ' HANDICAPPED & GIFTED 
STUDENT PROGRAM FILES 

HEALTH CARD OR FOLDER, PUPIL. See 
PUPIL HEALTH CARD OR FOLDER 

HEALTH ROOM REGISTRY (Health Services), 
B-27 

HEALTH SCREENING REPORTS (Health 
Services), B-27 

HEARING TESTS. See HEALTH SCREENING 
REPORTS 

IMMUNIZATION, CERTIFICATE OF. See 
CERTIFICATE OF IMMUNIZATION 

INSTRUCTIONAL MATERIALS SUBJECT FILES 
(Curriculum and Instruction), B-15 

INSURANCE LIST, STUDENT (Safety, 
Student), B-43 

B-57 

B-36 

JOURNALS (Accounting, General), B-1 

LEAVE REPORTS (Payroll/Personnel), B-36 

LEDGER, GENERAL. See GENERAL LEDGER 

LEGAL OPINIONS (Administrative Files/ 
All Functional units), B-4 

LEGAL OPINIONS (Central Administration/ 
Superintendent's Office), B-11 

LESSON PLAN BOOKS (Teaching Records), 
B-48 

LETTERS OF TRANSMITTAL (Non-Record 
Materials), B-34 

LISTINGS OF OTHER PAYROLL DEDUCTIONS 
(Payroll/Personnel), B-37 

LONG RANGE FACILITIES PLAN (Facilities 
Planning and Construction 
Administration), B-18 

) SUPERSEDED



LUNCH & MILK COUNT REPORT, DAILY. See 
DAILY LUNCH & MILK COUNT REPORT 

MAINTENANCE HISTORY FOLDER (Maintenance 
Services), B-32 

MAJOR CONSTRUCTION PROJECT FILES 
(Facilities Planning and Construction 
Administration), B-19 

MEAL TICKET LOG (Food Services), B-25 

MEAL TICKETS (Food Services), B-25 

MEDICAL INSURANCE LISTINGS (Payroll/ 
Personnel), B-37 

MEDICATION ADMINISTRATION CASE FILES 
(Health Services), B-27 

MESSAGES (Non-Record Materials), B-34 

MINOR CONSTRUCTION PROJECT FILES 
(Facilities Planning and Construction 
Administration), B-19 

MINUTES, ASSOCIATED STUDY BODY AND 
STUDENT ORGANIZATIONS (Administrative 
Files/All Functional 1..11its), B-6 

MINUTES, LEAGUE (Athletics), B-7 

MINUTES OF THE MEETING, SAFETY 
COMMITTEE (Safety, Facilities and 
Equipment), B-42 

MONTHLY TIME CARDS/SHEETS/REPORTS 
(Payroll/Personnel), B-36 

NEGOTIATIONS WORKING FILE (Employee 
Relations), B-17 

NOTICE OF IMPROPER CONDUCT 
(Transportation Services), B-50 

NOTICES/MEMORANDA (Non-Record 
Materials), B-34 

NOTIFICATION OF PENALTY ASSESSMENT 
(Safety, Facilities and Equipment), 
B-42 

B-58 

OCCUPATIONAL INJURIES AND ILLNESSES, 
U.S. BUREAU OF LABOR STATISTICS LOG 
AND SUMMARY (Safety, Employees), B-41 

OPERATING MANUALS (Maintenance 
Services), B-32 

OPERATING PERMITS (Maintenance 
Services), B-33 

OPERATIONAL DATA (Computer Services), 
B-13 

PARENTS/GUARDIANS FIELD TRIP 
AUTHORIZATIONS (Teaching Records), 
B-48 

PAYROLL COMPUTER PRELIMINARY 
OUTPUT (Payroll/Personnel), B-37 

PAYROLL DEDUCTION LISTINGS. See MEDICAL 
INSURANCE LISTINGS. See also LISTINGS 
OF OTHER PAYROLL DEDUCTIONS 

PAYROLL DEDUCTIONS, AUTHORIZATION FOR. 
See AUTHORIZATION FOR PAYROLL 
DEDUCTIONS 

PAYROLL REPORTS (Administrative Files/ 
All Functional Ll1its), B-5 

PAYROLL WARRANT REGISTER (Payroll/ 
Personnel), B-37 

PERMANENT RECORD, STUDENT. See STUDENT 
PERMANENT RECORD 

PERMIT, BULK MAILING. See BULK MAILING 
PERMIT 

PERMIT, FOOD HANDLERS. See FOOD 
HANDLERS PERMIT 

PERMIT, KITCHEN. See SITE HEALTH PERMIT 

PERSONNEL ACTION REQUISITION. See 
EMPLOYMENT REQUISITION/PERSONNEL 
ACTION REQUEST 

PHOTOGRAPHS, NEGATIVES & BIOGRAPHICAL 
SKETCHES (Central Administration/ 
Superintendent's Office), B-12 

SUPERSEDED



POLICY & PROCEDURE DIRECTIVES 
(Administrative Files/All Functional 
Units), B-4 

POLICY AND PROCEDURE DIRECTIVES 
(Central Administration/ 
Superintendent's Office), B-11 

POLICY AND PROCEDURES, LEAGUE 
(Athletics), B-7 

POST IMPLEMENTATION REVIEWS (Computer 
Services), B-14 

POSTAGE EXPENDITURE REPORT (Mail 
Services), B-31 

POSTAGE METER LOG (Mail Services), B-31 

POSTAGE METER LICENSE (Mail Services), 
B-31 

PRESS RELEASES (Central Administration/ 
Superintendent's Office), B-11 

PRICE CHECKS AND INFORMAL QUOTES 
(Purchasing/Warehouse), B-39 

PROFESSIONAL CREDIT COMMITTEE FILE 
(Payroll/Personnel), B-35 

PROGRAM AND IMPLEMENTATION DATA 
(Computer Services), B-13 

PROJECT REPORTS (Federal Grants and 
Programs), B-21 

PUBLIC BIDS (Facilities Planning and 
Construction Administration), B-18 

PUBLICATIONS (Non-Records Materials), 
B-34 

PUBLICATIONS MASTER FILE (Central 
Administration/Superintendent's 
Office), B-12 

PUPIL HEALTH CARD OR FOLDER (Health 
Services), B-28 

PURCHASE ORDER WITHDRAWAL/CANCELLATION/ 
CHANGE. See WITHDRAWAL/CANCELLATION/ 
CHANGE PURCHASE ORDER 

B-59 

PURCHASE ORDERS AND/OR PURCHASE 
REQUISITIONS (Accounts Payable), B-3 

PURCHASE ORDERS AND/OR PURCHASE 
REQUISITIONS (Purchasing/Warehouse), 
B-39 

QUOTES. See BIDS AND FORMAL QUOTES 

RECEIPTS (Accounting, General), B-1 

RECEIPTS FOR GOODS AND SERVICES (Mall 
Services), B-31 

REFERENCE & INFORMATIONAL MATERIALS 
RECEIVED FROM SAFETY AGENCIES 
(Safety, Facilities and Equipment), 
B-42 

REGISTRATION FORMS (Athletics), B-8 

RENTALS. See INVOICES, RECEIPTS 

REPORT OF EVALUATION OF ACCREDITATION 
(Individual School Archival Materials), 
B-29 

REPRODUCTION MASTERS (Non-Record 
Materials), B-34 

REQUISITIONS (Purchasing/Warehouse), 
B-39 

RESEARCH REPORTS, SURVEYS AND STUDIES 
(Administrative Files/All Functional 
units), B-4 

RESOURCE ENTER SHELF LIST/INVENTORIES 
AND TEXTBOOK SHELFLIST (Learning 
Resource Centers), B-30 

ROUTING SLIPS (Non-Record Materials), 
B-34 

SAFETY INSPECTION, STATE NOTICE & 
CITATION (Safety, Facilities and 
Equipment), B-42 

SAFETY INSPECTION PENALITY ASSESSMENT. 
See NOTIFICATION OF PENALTY 
ASSESSMENT 

) 
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SCHEDULES (Athletics), B-7 

SCHOOL BOARD AGENDA (Central 
Administration/Superintendent's 
Office), B-11 

SCHOOL BOARD CORRESPONDENCE (Central 
Administration/Superintendent's 
Office), B-11 

SCHOOL BOARD MEETING NOTICES (Central 
Administration/ Superintendent's 
Office), B-11 

SCHOOL BOARD MINUTES & RESOLUTIONS 
(Central Administration/ 
Superintendent's Office), 8-11 

SCHOOL BOARD MINUTES RESOLUTIONS, 
AGENDA & NOTICES (Administrative 
Files/All Functional Ltlits), B-4 

SCHOOL BOARD RESOLUTION REGARDING BOND 
ISSUE (Facilities Planning and 
Construction Administration), B-18 

SCHOOL BULLETINS AND NEWSPAPERS 
(Individual Schaal Archival 
Materials), B-29 

SCHOOL CALENDARS (Administrative Files/ 
All Functional Ltlits), B-4 

SCHOOL CALENDARS (Central Administration/ 
Superintendent's Office), B-11 

SCHOOL HISTORY MATERIAL (Individual 
Schaal Archival Materials), B-29 

SCHOOL PROTESTS OF GAMES (Athletics), B-7 

SCOLIOSIS TEST. See HEALTH SCREENING 
REPORTS 

SCOREBOOK, SCORESHEETS (Athletics), B-8 

SECURITY ANNUAL REPORT (Security), B-44 

SECURITY PATROL LOG (Security), B-44 

SELF-INSURER CERTIFICATION. See 
CERTIFICATION OF EMPLOYER AS SELF­
INSURER 

B-60 

SENDER'S STATEMENT ANO CERTIFICATION 
OF BULK MAILING (Mail Services), B-31 

SHORTHAND NOTES (Non-Record Materials), 
B-34 

SITE DATA. See BUILDING ANO SITE DATA 

SITE HEALTH PERMIT (Food Services), 
B-26 

SMALL WORKS ARCHITECT/CONSULTANT ROSTER 
FOR CONTRACTS (Facilities Planning 
and Construction Administration), B-19 

SPECIAL, HANDICAPPED & GIFTED STUDENT 
PROGRAM FILES (Student Records), B-47 

SPECIAL STUDENT PROGRAM FILES. See 
SPECIAL, HANDICAPPED & GIFTED STUDENT 
PROGRAM FILES 

SPI BUILDING CONSTRUCTION MATCHING FUND 
(Facilities Planning & Construction 
Administration), B-18 

SPI BULLETINS/MEMORANDA (Administrative 
Files/All Functional Ltlits), B-4 

SPI STATE REPORTS. See STATE REPORTS FOR 
THE OFFICE OF SUPERINTENDENT OF 
PUBLIC INSTRUCTION 

STANDARD REPORTS. See CONFIDENTIAL 
REPORTS 

STATE AUDITOR'S REPORT (Accounting, 
General), B-1 

STATE REPORTS FROM THE OFFICE OF 
SUPERINTENDENT OF PUBLIC INSTRUCTION 
(Administrative Files/All Functional 
units), B-6 

STATE RETIREMENT SYSTEM FORMS (Payroll/ 
Personnel), B-38 

STATEMENT FOR RESITUTION (Security), 
B-44 

STATEMENTS OF GRADUATION REQUIREMENTS 
(Individual Schaal Archival 
Materials), B-29 

SUPERSEDED



STATISTICS (Federal Grants and 
and Programs), B-24 

STENOTYPE TAPES (Non-Record 
Materials), B-34 

STO~CK CUNTROL RECORDS (Food Services), 
B-26 

STOCK INVENTORY REPORT SUMMARY (Food 
Services) , B-26 

STUDENT CONFIDENTIAL REPORTS. See 
CONFIDENTIAL REPORTS 

STUDENT CUMULATIVE RECORD (Student 
Records), B-46 

STUDENT FILE FOLDER. See STUDENT 
CUMULATIVE RECORD 

STUDENT HANDBOOK (Individual School 
Archival Materials), B-29 

STUDENT LEARNING OBJECTIVES PROGRAM 
FILES (curriculum and Instruction), 
B-15 

STUDENT PARTICIPATION LISTS (Traffic 
Safety), B-49 

STUDENT PERMANENT RECORD (Student 
Records), B-45 

STUDENT PERMISSION SLIP (Traffic 
Safety), B-49 

STUDENT RECORDS, RELEASE OF. See 
AUTHORIZATION FOR RELEASE OF 
STUDENT REC OROS 

STUDENT TESTING - AUTOMATED BACKUP 
DATA (curriculum and Instruction), 
B-16 

STUDENT TESTING - AUTOMATED PROGRAM 
SOFTWARE AND SYSTEM DOCUMENTATION 
(curriculum and Instruction), B-16 

STUDENT TESTING - GROUP REPORTS 
(curriculum and Instruction), B-16 

STUDENT TESTING - INDIVIDUAL STUDENT 
REPORT (Curriculum and Instruction), 
B-16 

B-61 

STUDENT TESTING - PRIMARY RECORD 
(Curriculum and Instruction), B-16 

STUDENT TRAFFIC SAFETY CERTIFICATES 
(Traffic Safety), B-49 

STUDIES. See RESEARCH REPORTS, SURVEYS 
AND STUDIES 

SUPPLEMENTARY REPORTS. See CONFIDENTIAL 
REPORTS 

SURPLUS COPIES AND FAUL TY OUTPUT 
(Computer Services), B-14 

SURPLUS PROPERTY (Administrative Files/ 
All Functional units), B-6 

SURVEYS. See RESEARCH REPORTS, SURVEYS 
AND STUDIES 

SYSTEM AND SOFTWARE BACKUP DATA 
(Computer Services), B-14 

SYSTEM DESIGN DOCUMENTATION (Computer 
Services), B-13 

SYSTEM MAINTENANCE DOCUMENTATION (Compute' 
Services), B-13 

TEACHER SUBSTITUTE REPORT (Payroll/ 
Personnel) , B-36 

TEAM ROSTERS (Athletics), B-7 

TESTING. See STUDENT TESTING 

TIME CARDS/SHEETS/REPORTS. See MONTHLY 
TIME CARDS/SHEETS/REPORTS 

TRAFFIC SAFETY PROGRAM APPROVAL. See 
APPLICATION FOR PROGRAM APPROVAL 

TRAFFIC SAFETY STUDENT PARTICIPATION. 
See STUDENT PARTICIPATION LISTS 

TRANSCRIPT, STUDENT. See STUDENT 
PERMANENT RECORD 

TRIAL BALANCES (Accounting, General), 
B-1 

U.P.S. REGISTER (Mail Services), B-31 

) 

) 
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VANDALISM, CRIMINAL CASE REPORTS 
(Security), B-44 

VANDALISM, RESTITUTION. See STATEMENT 
FOR RESTITUTION 

VEHICLE MAINTENANCE LOG (Transportation 
Services), B-51 

VISION TESTS. See HEALTH SCREENING 
REPORTS 

VOUCHERS (Accounts Payable), B-3 

VOUCHERS (Federal Grants and Programs), 
B-22 

WARRANT, CHECK OR VOUCHER REGISTERS 
(Federal Grants and Programs), B-22 

WARRANT REGISTER (Accounts Payable), 
B-3 

WARRANT REGISTER, PAYROLL. See PAYROLL 
WARRANT REGISTER 

WARRANTIES (Central Administration/ 
Superintendent's Office), B-11 

WARRANTS/CHECKS (Federal Grants and 
Programs), B-22 

WASHINGTON STATE UNIFORM ACCIDENT 
REPORTS (Traffic safety), B-49 

WITHDRAWAL/CANCELLATION/CHANGE PURCHASE 
ORDER (Purchasing/Warehouse), B-39 

WORK ORDER (Maintenance Services), B-32 

WORK ORDERS (Administrative Files/ 
All Functional Units), B-5 

YEAR BOOK (Individual School Archival 
Materials), B-29 

B-62 
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